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S&: <111/QD-THPTCBQ Ha Ngt, ngay &4 thang 12 ndm 2024

QUYET DINH
V& vi¢e ban hianh Quy trinh quén Iy vin bin di

HIEU TRUONG TRUONG THPT CAO BA QUAT-QUOC OAI

Can cir Nghi djnh s6 30/2020/NP-CP, ngay 05/3/2020 cua Chinh phu vé
cong tac van thu, ,

Can cir Thong tw 32/2020/TT-BGDDT, ngay 15/9/2020 cia B¢ Gido dyc va
Dao tgo ban hanh Diéu I¢ trieong trung hoc co s0, truong trung hoc pho thong va
truong pho théng c6 nhiéu cap hoc;

Theo dé nghj ciia Cén b Van th.
QUYLT PINH:
Ditu 1. Ban hanh kém theo Quyét dinh ndy “Quy trinh quén Iy vin ban di” cia
Trudng THPT Cao B4 Quat-Quoc Oai. o '
Diéu 2. Quyét dinh niy c6 hi¢u luc ké tir ngay ky.

Diu 3. Cac Ong, Ba Phé Hiéu trudng, Td trudng, nhan vién Vin thur va céc c4
nhan lién quan c6 trdch nhiém thi hanh quyét dinh ndy./.
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VDA TAO HANQI CONG HOA XA HQI CHU NGHIA VIET NAM
: Doc lap — T do — Hanh phiic

Ha Ngi, ngay &4 thdng 12 ndm 2024

~ QUY TRINH
Quan ly van ban di
(Ban hanh kém theo Quyét dinh s6 §##/0D-THPTCBQ ngay«1/12/2024
ctia Truomg THPT Cao Bd Qudt-Quéc Oai)

Buére 1: Tiép nhan vin ban di
- Tiép nhan vin ban (ban in trén gidy) tir b phan/ngudi soan théo
- Xem truéc ban dién tir truéce khi tiép nhan ban in trén gidy (néu co).

Buére 2: Kiém tra viin ban
- Kiém tra vin ban vé thé thirc, k§ thudt trinh bay; ddm béo vin ban dtng kiéu
trinh bay, 1€ trang, phong chit, ¢ chir va kiéu chit, vi tri trinh bay cac thanh
phan thé thirc, s6 trang van ban va ndi dung khéc.
- Kiém tra chir ky nhay (muc xanh, cudi ndi dung van bén) cua ngudi soan thao
vin ban; truc tiép ky nhy vao vin béan in (muc xanh, phén noi nhén).

Buéde 3: Trinh lanh dao ky duyét

- Trinh vén ban dén lanh dao ky duyét theo thim quyén (trudng hop st dung

chit ky sb thi thao téc trén phan mén)
- Tiép nhén lai vin ban sau khi lanh dao da ky duyét (ban in hogc ban trén phin mém).

Buée 4: Cap 50, ghi thoi gian ban hanh va ding ky vin ban
- Ghi sb/Cép s6 dbi véi vin ban ‘dé’ dugc ky duyét; ghi ngay thing theo thoi
gian nim tai chinh (truong hop ky s6 thi str dung thoi gian trén phan mém).

i - Ghi s6 quan 1y vin ban di theo trinh tu ngdy thang.

Buée 5: Nhan ban, déng diu va phat hanh vin ban di

- Sao in vin ban theo sb lugng ding ky (néu co)
- Pong déq do 1én ban gbc c6 chit ky (muc xanh) cia lanh dao; quét (scan) van
ban, ban gbc d6 dé giri va luu ban dién tir. Trudng hop ky so thi sir dung ban
dién tir trén phan mém.
- Chuyén phat/Giri vin ban dén noi nhan (wu tién sir dung bén dién tw).

Buée 6: Luu van ban di
- Luu vin ban gdc va ban quét (scan) clia bin gbc; dam béo khoa hoc va an toan.
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